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SUPJECTy Prﬁmnaﬂ-(‘?hmges-m Names of Agency Uffices

a, Bhould the names of CIA Offices be changed for security russona”

b. If a chsmge is to be rade, should new names be ubed or should a
muzerical systes be substituted?

2. FPACTB BEARING CB TH: PRUBLLE, «e

s. (1) DL/P believes psne of UFG should be chenged for security
reasons, and steps have been taken to institute sueh & change. !ames
of other govert Offices sre belng changsd es a pert of the reorpenize~
tion of N'D/P Offices, Ytut sseurity is not the reason for such changes.

{2) 145 agrees that .90, OFC snd nsmes of other “sensitive”
Officss should probably Ve chenge.. However, I&f yuestions security
of sach & change, in view of the edzinistrative probleme 1t would creste,

(3) DE/I opposce chinging names of any LI/ Offices, since
none of them sre considered govert or "sensitive.”

(k) /P, v0/I, and I45 oppose any over-ell Agency change of
Offiee names, becsuee of the sdrinistrative disruption 1t would cause.

b, {1} Letter symbols for the various Cfficee nave not buen
standsrdized, although those included in Arnex ®i% are generslly used.
There 1s no uniform system of sysbols for divisions, staffs, erd branches
and some Offices heve devised their own. {ee Apnnex B, 211 of these
symholes would require revision 4f Office npames sre changed.

(2) 1If pumbere are to be used, the new numericsl syste:
recently devised for zashine use in acccunting for money and ~atirial
could be sdepied for this puipose. ! ee lLnpex "CF,
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3. DISCUE: ION, ==

s Eesurity

£ince CUIC has bean assoclated outeids CIA with covert functicns,
ite name should he changed despite the adadniatrative problens
involved., The nemes of other Lgency "ffices are coneidsred secure
without revision. tost of the latter are standard intelligence
and administrative names, and changing thes would probably not be
necesesary for ssourily roasong.

b. Bames

(1) 22 s by-product of this study, it has beer deterciney frox
central ralil and documemt procesaing companents that ;resent names
and letter aymbels are not used conslstently. 7This retards proper
handling of correspondence and docurents.

(2) Bunbers

The sdventiges oI & nuserical system are cvershadowed by
its adeinistrative disadventages. (See Ammex "I%), 14 does
Bot believe nusbers would be mors secure tham letters. Iic and
DI'/P eoncur with II/! {See Armex *:®) in oppesing & mumsricsl
systen s being toc confusing end diffiocult to use.

L. TCNE: (e

8. Nams of CPC should be changed for ssourity rossons.

be (1) Cenerally used letter symbole for Offigus and thelr compe~
nents ahould be rtandardized throughout CI4,

(2) wumbers are not advinistratively fessible as component
oot designations.

Se  MUUMMENDATIONS .-~ It is rocormendad thats

2, Hame of UFC be ohenged, end that the new name be revised
periodically,

be Annex "F* be approvec as CIa ﬁuwhﬁanF sabject to
changes oceurring in pames. Organisstion and Methods Service will sazsist
any Cffics so recuesting in the work of devieing sysbels for civisions R
staffs and branches. ,
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ANREXS ¢

Annex *A", Cemmonly Uszed /gency Symbolej immex "BeiM, i ax le of
UPC Organisational Sygbols; Arnex PE~2*, RI Internsl Symbols; snnex "CF,
Chert of Accounts - Fersonnel T ice; Annex "I'", idventages and limedven~
tages of a Bumerical thmi ~nnex *.", letter from IL/1 ixscutive Ufficerp

Ancex "P*, Gli Regulation 2514,
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Securi ‘ lnformqﬁm

Amnex "A"

AN LA e

Director of Central Intelligence
Deputy Director of Central Intelligence
Deputy Director (Plans)

Deputy Director {Intelligence)

Daputy Director (Administration)
Office of National Bstimates

Office of Reseaxrch and Reportis

Office of 8Scientific Intelligence
Office of Intelligence Coordination
Office of Current Intelligence

Ofrfice of Collection and Dissemination
Office of Operations

Office of Specisl Operaticns

Office of Policy Coordination

0ffice of Cepersl Counsel

Office of Tredning

SEC Y Y K a s ”
N § v
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Secuts tnformatisn

oPC Office of Policy Coordinstion
ADPC Aui.:;a:: jimzo; for Policy Coerdinstion
DARPC Deput; 8 irector for Polic rdinat
Ex0 Exscutive Officer y Goor vion
EDA Executive Assistent to DADPC
% Special Assistent to ADPC
b Special Assistent (Operations) to ADPC
Special Assistast for Inspection
BAR Special Assistant for Resesrch
8rA Speeiel Assistast for Reports and Analysis
PO Plans snd Opewations Stafs

2hx1088

Séd]fh‘yv’ mation
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Office of Persomnel Director
Personnel Studies and Procedures 3taff

Personnel Division (Overt)
Placement Branch
Transactions and Records Branch
Testing Standards ~ Trainimg Branch
Personnel Relstions Branch

Persorme) Procurement Division
Clsesification and ¥Wege Administration Bivision

Personne) Division {Covert)
Office of the Chief
Placemant Branch

Transections and Records Branch

Trensactions Section
Appointment Unit
Status Unit

Overseas Section

Records Sectiom
Position Inventory Unit
Files Unit

Parsonnel Helations Branch

Central Processing Zranch
Personsel Section
Finance Section

Pransportation Section

Military Personnel Division
Officers
Eniisted Personnel
Civilian Personnel

Temporary Authorization
Parsonnel Office
Perscmmel Pool

Administrative Pool

Annex °C"
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61400-1-0500
6l00-1-0501

2235@-900&
5-1-0500
6505-1-1000
6405-1-1500
64051 2000

641010000
6h1 51 ~00C0

6420~1-0000
642010500
6420-1-1000

6520-1-1500
6420-1-1510
6420-1-1511
€420-1~1512
6420-1-1502
6420-1~1530
6420-1-1531
6520-1-15722

6420-1-2000

6420-1-2500
6520-1-2501
6h20-1-2502
6h20.1-2503
64251 -0000
652510500

648511000
6h85+1 1500

6430-1-0000
643510000

* Note: Initisl aigit "6" denotes DD/A group; second digit "4"

denotes Personnel Office.
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b.

Lo

d.

Amnex "D

BYSTEM

Other factors not considered, numbers are more secure because
letters, by their very nature, indicate identities.

Would provide a unifornm and standardized system not subject
to distortion in dally use. '

More easily applied to lower levels of the Agency.
Conld be coordisated with the p ed accounting code on an

organisational bagis. (8ee Ammex "C").

L

f.

8-
|

hmbere sre more easily written than letters.

Would give a truer picture of chain-of-command and organize-
tienal interrelationships.

Would eliminate the need for many cryptonyms in communicetions.
More efficient for filing and sorting correspoundence.

2. DISADVANTAGES,~w

9

b

Ca

4.

€

r.

Moye difficult to remsmber than letters. All correspondents,
stenagraphic personne), messengers and routers would need

a master ilst or mamml of mumbers. Presence of 3o many
lists or msnuals would negete security velue.

Periodic revisions in numbers would create more confusion
end disruption than changes in names and letters.

More 4Alfficult snd time-consuming to use by messengers end
mail roco personnel. ;

There is s grester passibility of error in transposing and
recording nuzbers then names and letters.

Not censistent with Agency terminology, and would cause dis-
ruption of internal llaison,

less subject to changes ss necessitated by organizatioral
chnges . :

Would require over-sl) changes in existing records esnd docu-
ments, thus Algrupting activities and cperations.
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23 May 1952

MEMORANIUX TOs Db/I
SUBJECTs Changing Offiee designatione to numbers or letters

1. Ycu esked me yesterdsy to discuss with the all'es the
subject ides of the DCIj accordingly, I toured the Offices,
spesking to the followlng personst

26-1A94 c -
RR = Amory
SEL AL §§ : Chadwell

2Ex1A9a fg - ek v
o - Carey and [N 251433

2. Without exceptien the persons contacted thought that the
proposed change would only create confusion both within CI4 and
without. OCD stressed the confusion within CIA until the meny
filers, routers, sorters, and carriers of documents learned the
new language. OO stressed the confuslon probable in the minds of
many comsumers. RR sald they would rather be called OBI (Office
of Ggonomie Intelligence) than ORR, but would rather be called
QER than §/"Nunmber."

3. I ¢ @omc beckgound information:

Sometire ago, Organization and Hethods investigated tre
poseibility of employing a number syster which would reath
dowa to the division and brench level, e.g.: O8I would be
O~1j Chemistry Division would be @-1-1; ete. This met with
universal non-scceptance and was shelvecd although
felt that the pertinent papers ars probstly still he
0 & K.

RECOMMENDATION; that the DCI be informed that 8 change from
the present nomenclature of our Offices to a system of numerical
or alphabetical designation would create so much confusion, result-
ing in loss of time and money, that its virtues are far outwpliphed
by its viges. '

201893

Executive Officer

261893
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1he

Correspondence Sysbols.

8. The followiny symbele will b: used in a1l internal headousriers
corresponcence whun referring to Agency conponents:

Director of Central Intelligence I
leputy Tirector of Cemtral Intelligunce L.CE
Gffice of Training L
Leputy Lirector (Flens, Lif¥
Office of Special Oparations WU
Office of Folley Coordiratic: ik
Office of Communications A
Office of Technical Service JIL
Leputy Cirsstor {Intelligence) L/
Office of Hational Lmtimates Chs
Office of eientific Imtelldgence Ok
Office of Rescarch and heports Urh
Office of Intelliyence Coordinstion glg
Cffice of Current Intelligesce ¥ 1
Office of Collection end Dissexingt.en L
Office of Operstions L
Ceputy Director (Admiristrst:icn) LI/
Gffice of Gemeral Services ol
Organisetion amd Methode Scrvice gk
Administrative “ervice Fi3
Inspection snd fscurity Nfflce fEoN
Personnsl Office Fi
Procurerent and Supply Offige o
Fedical 7ffice o
Pinence (frice e
Audit Office AL
Cffice of General Counsel GG

b. A1l Offfces will devise correspondence sywbols for conponent
divisions, staffs and branches. ‘ections anc units will be ineluded,
if considered necessary in norral correspondence procedures. ALl
correspondents symbols will be coordinatec with the Urgacization and
Metheds Tervice.

POt THe LIRSCTOR GF (oNTHAL INT:LLIGERCE

Leputy Director

) B FLLTIVRS
(Advinietration) B
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